NOAA Form 56-28A U.S. DEPARTMENT OF COMMERCE

(8-94) NATIONAL OCEANIC AND ATMOSPHERIC ADMINISTRATION
NOAA COMMISSIONED OFFICER BILLET DESCRIPTION
FROM: Director MOC
TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC ROUTING CODE: MOC
ADDRESS:
THRU (Liaison Officer): 1801 Fairview Avenue East
OMAO Seattle, WA 98102-3767
BILLET TITLE: BILLET #: 0824
Honolulu Port Captain PHONE NUMBER:  (206) 553-7656
RANK REQUESTED: (0-2. 0-3, 0-4, etc.) 0-2/0-3 (This block to be completed by liaison officer) ‘
GS-11 IS THIS A NEW BILLET: [xJves Ino
GSIGM EQUIVALENT: BILLET PRIORITY:  [X]A, B, [x]Jc [XJR
IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER:
Chief, Operations Division Chief, Operations Division (202) 553-8705

EDUCATIONAL REQUIREMENTS:

1. Educational requirements are the same for entry into the NOAA Corps.
2. Working knowledge of NOAA Financial, personnel, and Procurement Systems is helpful.
3. Strong organizational and communicative skills are desirable

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...)
1. Forklift operating experience helpful, though not required.

1. GENERAL DESCRIPTION OF BILLET:

The NOAA Honolulu Port Captain provides logistical, financial, and administrative support to the NOAA Ships TOWNSEND
CROMWELL, and KA'IMIMOANA. as well as other NOAA ships utilizing Honolulu as a port of call. the Honolulu Port Captain
works closely with both ships Commanding and Executive officers, as well as the Chief, MOC-P Operations Division.
Additional support to NOAA's PMEL TAO Project Office is regularly required in coordinating delivery of oceanographic
support equipment to/from Hawaii. The incumbent represents NOAA in day-to-day dealings with the University of Hawaii
Marine Center, NMFS Honolulu Laboratory (F/SWC2), USCG Group Honolulu, USN Station Pearl harbor, USAF Base
Hickam, the State of Hawaii, the City of Honolulu Harbors Division personnel, and the general public. Additional interaction
with US Departments of customs, agriculture, and immigrations personnel is required to NOAA ship's returning to/visiting
Hawaii from foreign and mainland port calls. The incumbent also coordinates shipping and travel to CONUS, the Northwest
Hawaiian archipelago, and foreign areas as per the needs of the ship(s). The Honolulu Port Captain is responsible for
managing the Honolulu Port Office, NOAA vehicles, small craft, and ship's equipment stored at the port office.

2. DUTIES AND RESPONSIBILITIES:

a. Is this a supervisory billet? |:| YES NO
b. If so, state number and grade of personnel supervised. Number: Grade(s):

1. Maintains the NOAA ships TOWNSEND CROMWELL and KA'IMIMOANA financial and personnel records. Prepares time
and attendance reports and monthly expenditure reports.

2. Supervises a GS-09 Financial & Administrative Systems Assistant; writes and evaluates employee's Performance
Evaluation Plan.

3. Assists in the formulation of the port office and vessel's annual operating budgets.

4. Prepares Government purchase orders, procurement requisitions, and Government Credit Card holder.

5. Maintains E-mail, INMARSAT, HF and VHF radio communications with the ships.

6. Owing to the divers nature of this billet, coupled with the remote nature of the paosition, this billet affords the incumbent an
opportunity interviews and screens prospective Wage Marine employees for employment in NOAA PMC Fleet.

7. Manages office SO's and NOAA vehicles, prepares and submits quarterly NOAA vehicle reports.

8. Prepares Travel Orders, Personnel Actions, DoD Requisitions (DD-149) in support of ship's missions.

Return to Billet Description List
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3. CAREER DEVELOPMENT OPPORTUNITIES:

This billet provides the incumbent with exposure to all levels of financial and personnel administration. The incumbent will
develop and perfect the organizational, communication, and management skills required for Operations of Executive Officer
responsibilities.

The geographic location and duties of the NOAA Honolulu Port Captain billet provides a unique opportunity to represent the
NOAA Commissioned Corps through close interactions with the military and public communities present in Hawaii.

4. ADDITIONAL COMMENTS:

9. Serves as NOAA Corps vessel augmenter for NOAA MOA Fleet at request of MOA-P, Operations Chief.
10. Serves as Pacific Region NOAA Corps recruiter for prospective officer candidates.

This billet is supervisory in nature. The incumbent oversees the performance of the port office's Financial and Administrative
Systems Assistant, and serves as his/her immediate supervisor. The incumbent prepares the Assistant's 2-Level
Performance Plan and performs periodic progress reviews and appraisals. The incumbent coordinates office resources with
the Honolulu Port Engineer and office's Program Assistant. The incumbent's first level supervisor is the Chief, MOC-P OPS
DIV.

For Fitness Report purposes, the MOC-P Operations Chief will be the Rating Officer and Deputy Director, MOC - P will be the
Reporting Officer.

SIGNATURE OF SUPERVISOR: DATE:
06/10/2001
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